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1. PURPOCSE AND SCOPE. To provide updated instructions and
procedures to field staff concerning the Comm ssioned Oficer
Student Trai ning and Extern Program (COSTEP) of the U S. Public
Heal th Service (PHS).

The Bureau encourages all institutions to actively consider
COSTEP as a vi abl e recruitnment suppl enment.

2. PROGRAM OBJECTI VES. The expected results of this program
are:

a. Eligible COSTEP students will be recruited for health care
work in Bureau facilities.

b. Sone COSTEP students will return to careers in the Bureau
af ter graduation.

3. Dl RECTI VES AFFECTED
a. Directive Resci nded

PS 6021. 02 Comm ssioned O ficer Student Training Extern
Program ( COSTEP) (7/21/97)

b. Directives Referenced

PS 1237. 11 I nformation Security Program (10/24/97)
PS 3000. 02 Human Resour ce Managenent Manual (11/1/93)
PS 3735.04 Dr ug- Free Workpl ace (6/30/97)

Public Health Service Conm ssioned Corps Personnel Mnual,
Chapter 25.2, Instruction 4.

4. STANDARDS REFERENCED. None.
5. DEFI N TI ONS
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a. Junior COSTEP. A programconsisting of a 31 to 120 day
rotation in a Bureau facility with no further service obligation
to the Bureau.

b. Senior COSTEP. A program wherein the Bureau pays the
participant a salary for his or her final academ c year and the
participant is obligated to serve the Bureau under a two-for-one
payback system

c. Preceptor. A supervisor in the participant's discipline at
the institution.

6. JUNI OR COSTEP OVERVI EW The Juni or COSTEP provi des students
an opportunity to becone acquainted with the PHS organization
and m ssion and other health-rel ated career opportunities

(i ncluding assignnments in the Bureau). Junior COSTEP

partici pants are conmm ssioned as Ensigns (pay grade 0-1) in the
PHS Comm ssi oned Corps. Assignnents may range from31 to 120
days throughout the year and are scheduled to be convenient with
col l ege enrol |l nent.

7. JUNIOR COSTEP ELIGBILITY. To be eligible for appointnent to
t he Juni or COSTEP program a student nust:

a. Have conpleted at | east one year of study in nedical,
dental, or veterinary school; or have conpleted at |east two
years of study in a professionally accredited baccal aureate
programin one of the follow ng disciplines: dietetics,
engi neering, nedical records adm nistration, physician assistant
trai ning, nursing, pharmacy, sanitary science, conputer science,
occupational therapy, or physical therapy; or be enrolled in a
master's or doctoral programin a health-related field.

b. Expect to return to college or to a post-graduate training
programin a conm ssionabl e profession imediately foll ow ng
participation in COSTEP

c. Be in a programof study accredited by an appropriate
accrediting body.

d. Be free of any obligation or responsibility that woul d
conflict with extended active duty as a conmm ssioned officer in
the PHS (e.g., not be a nenber of a reserve or an active-duty
conponent of any other uniforned service).
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e. Qualify for appointnent in the PHS, including being a U S.
citizen, under 44 years of age, and able to neet the physical
standards of the Corps.

Juni or COSTEP applications are accepted year-round. Since the
Juni or COSTEP selection is highly conpetitive, it is advisable to
apply three nonths before the deadline date.

8. JUNI OR COSTEP SERVI CE OBLI GATION. Participants in the Junior
COSTEP programincur no obligation for future service in the
Bureau or the PHS.

9. JUNI OR COSTEP POSI TI ON DETERM NATI ON

a. Determ ning Agency Need for COSTEPs. The COSTEP
Coordinator in the Central Ofice will collect data on agency
needs, avail abl e budget, and the ceiling for positions to
determ ne the nunber of COSTEP participants to be sel ected.

b. Determning Institutional Sponsors. One nonth prior to

Juni or COSTEP sel ection cycles (Fall, Wnter, and Summer), the
COSTEP Coordi nat or nust advi se institutions of the COSTEP board
selection. |If any institutions are interested in serving as an

internship site for a Junior COSTEP participant, the Health
Services Adm nistrator (HSA) will notify the COSTEP Coordi nator.
The Central Ofice is responsible for the cost of Junior COSTEP
rotations.

To save travel costs, site assignnment is based on both
institutional needs and the student’s geographic |ocation. Once
a student has a tentative assignnent to an institution, the
COSTEP Coordi nator forwards a copy of the student's Application
For Appoi ntnment as a Commi ssioned O ficer in the PHS
(Form PHS 50) to the HSA at the selected duty station and to the
HRM at the interview ng institution.

10. JUNI OR COSTEP | NTERVIEW The interview nust be at |east 45
days in advance of call-to-active-duty to allow tinme for
processing. The COSTEP Coordinator will help set up an interview
for the student at the nearest facility (to include Regi onal

O fices).

I f a Junior COSTEP participant refuses to provide a urine

speci men, he or she will be dismssed fromparticipation. The
COSTEP Coordinator will ensure that each student understands and
confornms to these requirenents.
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a. Determ nation of Interest. The COSTEP Coordi nat or
di scusses with the student:

(1) Inpatient/Qutpatient preference;

(2) Geographic preference (consideration based on travel
cost);

(3) Exact dates avail abl e;

(4) Institution interview, and

(5 Mode of travel (auto, airplane, etc.).

b. Pre-Interview Preparation. Before the interview, the Human
Resource Manager will conplete the:

(1) National Crinme Information Center (NC C) Check; and
(2) Credit Check: having received the “Di sclosure &
Aut hori zation Pertaining to Consuner Reports.”

c. Interview On the day of the interview the foll ow ng nust
be conpl et ed:

(1) Pre-Enploynent interview,
(2) Panel interview,

(3) Uinalysis; and

(4) Fingerprint chart SF-87.

Prior to a site interview, candidates for Juni or COSTEP have been
offered a position with the Bureau contingent upon successfully
conpleting the interview, vouchering, and nedical clearance.
Therefore, candi dates neet DQJ guidelines regarding Drug Free

Wor kpl ace applicant drug testing policy.

11. JUNI OR COSTEP SELECTION. The COSTEP Coordi nator and the
respective discipline Chief select COSTEP participants at the
Di vi si on of Comm ssioned Personnel (DCP), Rockville, Maryl and.
Juni or COSTEP participants are selected three tines a year
(February, June, and Qctober).

a. Selection Notification. The COSTEP Coordi nator sends the
Juni or COSTEP an acceptance letter along with an orientation
packet inform ng the student of pay, travel, ID forns and ot her
program benefits. Also included in the orientation packet is an
SF 85 and the “Di scl osure and Authorization Pertaining to
Consuner Reports” (to be conpleted before the institution
interview along with the application).

b. Acceptance. |If both the institution and the student agree,
t he Juni or COSTEP participant returns the verification letter
contained in the acceptance packet. |If the student is interested

in a Junior COSTEP rotation, the COSTEP Coordinator will contact
t he HSA, who appoints an individual as the student's preceptor.
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The preceptor will contact the participant to discuss the
assi gnnent, job objectives, availability dates, procedures, etc.

c. Declination. |If a student declines the Bureau s offer, the
COSTEP Coordinator informs the Division of Comm ssioned
Personnel, and the student's application is returned to the
appl i cant pool for consideration by another agency.

d. Processing. Prior to entry on duty, the follow ng nust be
conpl et ed:

(1) Vouchering (the student shall conplete an application
and SF 85 prior to the interview); and
(2) Local Law Enforcenent Check

The Juni or COSTEP participant nust neet the sanme suitability
requi renents as any other Bureau applicant, however, a Limted
Background I nvestigation (LBI) is not required. |If the
partici pant does not neet these standards, the Human Resources
Manager will contact the COSTEP Coordinator. Junior COSTEPs
needi ng access to sensitive information nust have a NAC
initiated prior to having such access.

12. I NSTI TUTI ON CONFI RVATI ON OF JUNI OR COSTEP ASSI GNVENT.  When
the student accepts an offer and the institution approves the
Juni or COSTEP rotation, the Warden will send witten verification
via BOPNet G oupWse or fax to the COSTEP Coordi nator, indicating
approval for the student to do a rotation and the dates of his or
her tour.

Upon receiving the E-mail or fax verification, the COSTEP

Coordi nator submts a Request for Personnel Action forned
(PHS-1662) and a COSTEP Statenent of Duties form (PHS-6279)

to the Division of Comm ssioned Personnel to initiate orders on
the student. A PHS-1662 cannot be initiated without the witten
E-Mail or fax verification.

Once the Division of Conm ssioned Personnel, Transactions and
Application Branch receives the PHS- 1662, paperwork processing
takes a m ni mum of 20 working days (if travel is involved);

10 days (if no travel is involved).

13. SENI OR COSTEP OVERVI EW The Seni or COSTEP program was
established to attract qualified students in accredited health
care prograns into the Conm ssioned Corps. Effective the first
day formal studies begin for the | ast academ c year, the sel ectee
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will be called to "active duty for training." The student wll
be paid the salary of an Ensign (0-1) during the | ast academ c
year.

14. SENIOR COSTEP ELIGBILITY. To be eligible for appoi ntnent
to the Senior COSTEP program an interested student nust:

a. Be a United States citizen under age 44,

b. Meet the nedical fitness standards prescribed for
appoi ntnment and active duty as a career officer;

c. Be enrolled in good standing in an accredited school of
medi ci ne, osteopathy, nursing, physician assistant training,
medi cal records adm nistration, pharmacy, sanitary science,
conput er science, dietetics, occupational therapy, physical
t herapy, dentistry, or engineering; be eligible to enroll in
the senior or final year of that school; and begin form
studies required as part of the curriculumfor the senior or
final year on the date of entry on active duty;

d. Agree in witing to serve on active duty as a conm ssi oned
officer with PHS for twice the period of training sponsored
by PHS, as stated in the Conm ssioned Corps Personnel
Manual ;

e. Be free of any obligation or conmtnent that would conflict
w th extended active duty as a comm ssioned officer (e.g.,
not be a nenber of a reserve or active duty conponent of any
ot her unifornmed service); and

f. Agree to waive any entitlenment to financial assistance
(stipend or scholarship) in the final year of study other
t han assi stance fromthe Seni or COSTEP

15. SEN OR COSTEP SERVI CE OBLI GATI ON. The Seni or COSTEP
participant incurs a two-for-one commtnent. For every nonth
that the Bureau funds the student during the |ast academ c year,
a two-nonth obligation for service in the Bureau is incurred.
Assi gnnents are based on agency needs.

Students participating in the Senior COSTEP nust be able to spend
at least eight nonths in formal training and 16 nonths in payback
obligation to neet the 24-nmonth mninumtour. This enables the
participant to receive full entitlement upon separation after
fulfilling the service obligation.
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16. SENI OR COSTEP POSI TI ON DETERM NATI ON

a. Determning Bureau Need for COSTEPs. The COSTEP
Coordi nator collects data on agency needs, avail able budget, and
the ceiling for positions to determ ne the nunber of COSTEPs to
be sel ect ed.

b. Determning Institutional Sponsors. The COSTEP Coor di nat or
is to advise institutions of the Senior COSTEP board sel ection.
If any institutions want to obligate positions for Senior COSTEP
participants, the HSAis to notify the COSTEP Coordi nator.

17. INSTITUTION INTERVIEW Prior to a Senior COSTEP partici pant
bei ng pl aced on orders for assignnment to the Bureau, the student
must visit the nearest Bureau facility for a pre-enpl oynent
interview (along wwth the “Di sclosure and Authorization
Pertaining to Consumer Reports”). The COSTEP Coordinator is to
provide the interviewng HRM a copy of the student's PHS 50.

The pre-enploynent interviewis to determ ne whether the student
is suitable to work in the Bureau. The Senior COSTEP appli cant
must have the interview and neet Bureau guidelines to be funded
during his or her |last academ c year. Because PHS policy
requires the student to have a physical prior to being

conmmi ssioned into the PHS, a physical is not required during the
I ntervi ew process.

The interview nmust be set up wthin 60 days after the Seni or
COSTEP sel ection boards. |If a Senior COSTEP participant refuses
to provide a urine specinen, he or she will be dism ssed from
program participation. The COSTEP Coordinator is to ensure that
each Seni or COSTEP partici pant understands and confornms to these
requirenents.

a. Determ nation of Interest. The COSTEP Coordinator is to
di scuss with the student:

(1) Obligation;

(2) Ceographic preference;

(3) Exact dates of school year (beginning date and
graduati on date);

(4) Bureau of Prisons rotation, if desired; and

(5 Institution interview

If, after talking with the COSTEP Coordi nator, a student is
interested in Senior COSTEP, the Coordinator will contact the
HSA, who provides the nane of a designated preceptor at the
institution. The preceptor wll contact the Senior COSTEP
participant to di scuss assignnment possibilities, job objectives,
avai lability dates, obligation, procedures, structure of the
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Heal th Services Division, etc.

b. Pre-Interview Preparation. Prior to the interview, the
Human Resources Manager is to conpl ete:

(1) National Crinme Information Center (NCIC) Check
(2) Credit Check: having received the “Di scl osure and
Aut hori zation Pertaining to Consuner Reports” form

c. Interview The day of the interviewthe followng is to be
conpl et ed:

(1) Pre-Enploynent interview.
(2) Panel interview
(3) Fingerprint chart #SF-87.

18. SENI OR COSTEP SELECTION. The interview results and al
forms are to be sent directly to the COSTEP Coordi nator. The
COSTEP Coor di nat or conpl et es:

a. Vouchering (enpl oynent and personal references);

b. Local Law Enforcenent Check; and

c. Financial agreement and commtnent letter to neet just
debts, if required.

Upon conpl eting the vouchering and | aw enforcenment checks
satisfactorily, the COSTEP Coordinator will contact the student
with instructions at the tinme for the urinalysis to be done. The
COSTEP Coordinator will contact the Drug Free Wrkpl ace

Coordi nator for a contract facility to do the urinalysis for al
vouchered Seni or COSTEPS.

After the urinalysis and upon conpleting the vouchering
favorably, the COSTEP Coordinator is to send to the student an
85P-S to be conpleted and returned to the COSTEP Coordi nator.
The COSTEP coordi nator then forwards the conplete pre-enpl oynent
file to the Security and Background | nvestigation Section (SBIS)
in Dallas, which initiates the CBI. Upon conpleting the
background investigation, SBIS nust resolve any issues with the
COSTEP student and process the investigation for clearance.

The COSTEP Coordinator is to be notified once the background

i nvestigation has been cleared. Wen a Senior COSTEP is pl aced
at an institution, the local HRM may contact the SBIS to verify
the investigation’s status and obtain docunentation for the

O ficial Personnel File.
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The COSTEP Coordi nator then sends a witten acceptance along with
an orientation packet to nake the student famliar wth the
program pay, travel, the institution interview, and all required
paper wor K.

19. SEN OR COSTEP VERI FI CATI ON OF ACCEPTANCE W TH BUREAU
Enphasis is to be placed on explaining to the individual that an
obligation is incurred with acceptance to the Senior COSTEP. 1In
exchange for the Bureau providing pay and all owances during the
| ast academ c year, the student incurs a two-for-one payback.

The COSTEP Coordi nator stresses to the student that, although the
Bureau will attenpt to accommpdate the student's needs,

geogr aphi c | ocations cannot be guaranteed unless an institution
agrees to provide a position for the student upon graduati on.
Based on Bureau needs, students are tentatively matched to
assignnment sites. Commtnents are needed prior to graduation to
have tine to process the paperwork from Seni or COSTEP to payback
st at us.

Once the student verifies that he/she would like to serve in the
Bur eau, the COSTEP Coordinator mails the Application for Training
for PHS Conm ssioned Personnel form (PHS 1122-1) to the student
and direct the student to:

a. Conplete Sections | and Il of the PHS 1122-1 form

b. Sign and date the Senior COSTEP Traini ng Agreenent Payback
ol igation Form and

c. Conplete an application, Form 85P and the “Di scl osure and
Aut hori zation Pertaining to Consuner Reports” formprior to
the interview at the nearest institution.

20. COSTEP COORDI NATOR PROCESSI NG RESPONSI BI LI TIES.  For Seni or
COSTEP participants, the COSTEP Coordinator is to:

a. Conplete the PHS 1122-1 form (Section II1l, Itens 22-26) and
ensure that subsequent sections are signed by the appropriate
agency officials.

b. Submt a conpleted "Statenent of Training Purposes and
bj ectives" on each participant.

c. Set up an interview at the nearest institution and inform
the student that he or she nust conplete an application and Form
85P prior to the interview
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d. Ensure that the student has conpleted the financial
agreenent if it applies and is fully aware of penalties if he/she
does not follow the financial plan that was arranged with the
financial institution(s).

e. Submt a formPHS-1662 to initiate orders on each
partici pant. The COSTEP Coordi nator forwards this packet of forns
to the Division of Comm ssioned Personnel, Oficers' Devel opnment
Branch, Rockville, Mryland once the fornms have been signed by
the student, the discipline Chief, the Staff Managenent
Adm nistrator in the Health Services Division, and the Medi cal
Director.

21. I NSTI TUTI ON CONFI RVATI ON OF SENI OR COSTEP ASSI GNMENT.  Once
an institution has agreed verbally to accept a participant for
enpl oynent, a witten verification fromthe Warden is required to
initiate a PHS Form 1662 ( Request for Personnel Action). The
institution at which the student is to be assigned for payback
status may neet informally with the student and discuss future
duties, Bureau policies, etc., before the payback status begins.

The witten statenent is to indicate that the Warden under st ands
that his or her site is responsible for providing a position for
the naned participant. Wile the Central Ofice financially
sponsors the participant throughout the school year, the
institution provides a position upon graduati on.

22. CALL TO ACTIVE DUTY TRANSITION. Prior to the student's
graduation, the COSTEP Coordi nator nust receive a BOPNet

G oupW se nessage fromthe Warden indicating that the institution
has a position for the individual.

Once witten verification is received, the COSTEP Coordi nat or
initiates a PHS-1662 to the Division of Conm ssioned Personnel,
Rockvill e, Maryland, prior to graduation, requesting a transfer
out of training for the participant into a payback assi gnnment.

23. FORVMB REQUI RED FOR JUNI OR COSTEP PARTI Cl PANTS
a. Junior COSTEP applicants are to conplete the foll ow ng and
mail to the Division of Comm ssioned Personnel, Oficer
Devel opnent Branch:
(1) Application for Appointnment as a Conm ssioned Oficer
in the United States Public Health Service formPHS-50 (two
copi es);

(2) Questionnaire for Non-Sensitive Positions -
SF 85 (single copy);

(3) US Ofice of Personnel Managenent Fingerprint Chart -



PS 6021. 03
12/ 6/ 2000
Page 11

SF 87 (single copy);

(4) Reference Request - Form PHS-1813 and | etter-size
envel opes, pre-addressed to Division of Comm ssioned Personnel
(two references);

(5) Report of Medical History - SF 93; and,

(6) PHS Comm ssioned Corps Appointnment Affidavit - Qath of
O fice, PHS-5141 (single copy).

b. The Juni or COSTEP applicant nust conplete the follow ng
prior to the institution interview

(1) Questionnaire for Public Trust Positions - Form 85;

(2) Declaration of Federal Enploynent, Optional Form 306;

(3) Optional Form612; and

(4) Disclosure and Authorization Pertaining to Consuner
Reports form

24. FORV5 REQUI RED FOR SENI OR COSTEP PARTI Cl PANTS

a. Senior COSTEP applicants are to conplete the foll ow ng and
mail to the Division of Comm ssioned Personnel, Oficer
Devel opnent Branch:

(1) Application for Appointnment as a Conm ssioned Oficer
inthe United States Public Health Service - form PHS-50 (two
copi es);

(2) Questionnaire for Non-Sensitive Positions - SF 85
(single copy);

(3) Ofice of Personnel Managenent Fingerprint Chart -
SF 87 (single copy);

(4) Reference Request - Form PHS-1813 and | etter-size
envel opes, pre-addressed to Division of Comm ssioned Personnel
(four references);

(5 Report of Medical Exam nation - SF 88; and

(6) Report of Medical History - SF 93.

b. The following fornms nmust be returned to the COSTEP

Coordinator in the Central Ofice for signature by agency
of ficials:

(1) Sections | and Il of the PHS Form 1122-1 (Application
for Training for PHS Conm ssi oned Personnel); and
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(2) Senior COSTEP Training Agreenment Payback Qbligation
form (participant nust sign and date).

c. The Senior COSTEP participant nust conplete the follow ng
prior to the institution interview

(1) Questionnaire for Public Trust Positions - Form 85P;

(2) Declaration for Federal Enploynent, Optional Form 306;

(3) Optional Form612; and

(4) Disclosure and Authorization Pertaining to Consuner
Reports form

25. JUNI OR COSTEP PARTI Cl PANT RESPONSI Bl LI TIES. The student
must :

a. Ootain an application packet fromthe PHS Recruitnment
Branch, Rockville, Maryland, and submt it conpleted to the
Di vi si on of Comm ssioned Personnel, Transactions and Application
Branch, by the deadline;

b. Fill out application materials the Bureau provides in the
accept ance packet ;

c. Have an interview at the nearest Bureau site at |east 45
days prior to assignnent;

d. Send witten verification accepting the Junior COSTEP
position, location, and dates of the tour by signing the Junior
COSTEP Agreenent (Attachment A); and

e. Conplete and submt the COSTEP Eval uati on Questionnaire to
the Division of Comm ssioned Personnel, Transactions and
Appl i cations Branch.

26. SENI OR COSTEP PARTI Cl PANT RESPONSI Bl LI TIES. The student
must :

a. Qobtain an application packet fromthe U S. Public Health
Service Recruitnment Branch in Rockville, Mryland, and submt it
to the Division of Conm ssioned Personnel, Transactions and
Appl i cations Branch;

b. Conplete Sections | and Il of the PHS Form 1122-1
(Application for Training for PHS Comm ssi oned Personnel);
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c. Sign and date the Senior COSTEP Traini ng Agreenent payback
obligation form

d. Be able to spend at |east eight nonths in formal training
and 16 nonths in payback obligation to neet the 24-nonth m ni num
tour. In doing this, the participant is to receive ful
entitlement upon separation after fulfilling the service
obl i gati on;

e. Conplete an application, SF 85P, and Di sclosure and
Aut hori zation Pertaining to Consuner Reports formprior to the
interview at the nearest institution;

f. Have an interview at the nearest Bureau site prior to being
pl aced on orders;

g. Sign, if applicable, a financial agreement if his/her
credit rating does not conply with Bureau policy;

h. Send witten verification accepting the Seni or COSTEP
position, location, and dates of the tour by signing the Senior
COSTEP Agreenent (Attachment B);

i. Provide a final transcript to the D vision of Comm ssioned
Per sonnel upon graduation; and

j]. Attend, within 45 days after assignnment to an institution,
as in the case of all Bureau enpl oyees, the basic three-week
"Introduction to Correctional Techniques" training course at the
Federal Law Enforcenment Training Center in G ynco, Ceorgia.

Failure to conplete this training wll result in dismssal

27. COSTEP COORDI NATOR RESPONSI BI LI TIES. The COSTEP Coor di nat or
must :

a. Collect data on agency needs, avail abl e budget, and the
ceiling for positions to determ ne the nunber of COSTEP
participants to be sel ected;

b. Informthe Division of Comm ssioned Personnel of the
proj ected nunber of participants the agency will select;

c. Assist the discipline Chiefs during the selection process;

d. Oversee Seni or COSTEP sel ection each year. Junior COSTEP
selection is scheduled three tines a year (February, June, and
Cct ober) ;

e. Send an orientation packet containing information
concerning pay, travel reinbursenent, etc., to interested
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student s;

f. Send a witten notification of initial selection to
student s;

g. Contact students to discuss inpatient or outpatient
pref erence, geographic preference, and dates avail abl e;

h. Enphasize to participants that, in exchange for the Bureau
provi di ng pay and al |l owance during the | ast academ c year, the
student incurs a two-for-one payback;

i. Explain to Senior COSTEP participants that they nust be
able to spend at |east eight nonths in formal training and 16
nmont hs i n payback obligation to neet the 24-nonth mninmumtour to
receive full entitlenment after fulfillnment of their service
obl i gati on;

j . Enphasize to students that the Bureau will attenpt to
accommodat e geographic preference, but there is no guarantee for
a placenment until an institution commts a position;

k. I nformthe Division of Comm ssi oned Personnel, and have the
student's file returned to the applicant pool when a student
refuses a Bureau offer;

. Assign both Junior and Senior participants to a preceptor;

m Provide a list of all confirmed Senior COSTEP sel ectees to
the Division of Comm ssioned Personnel, Oficers' Devel opment
Branch Trai ni ng Techni ci an;

n. Obtain witten verifications of acceptance from both Juni or
and Senior participants;

0. Set up institution interviews for Junior and Seni or
participants prior to their being placed on orders;

p. Ensure that Senior COSTEP participants conplete the
financial form if applicable;

g. Request an EMS fromthe Warden for Juni or COSTEP
participants stating that the Warden is aware that the named
participant will serve a tour on specified dates;
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r. Submt a Form 1662 (Request for Personnel Action -
Commi ssioned O ficers) to the D vision of Comm ssioned Personnel
for processing. For Junior participants, processing of the Form
1662 cannot be initiated without witten verification fromthe
Warden indicating awareness of the participant's arrival;

S. Request either an E-mail or nmenorandum fromthe Warden
i ndi cating acceptance of a Seni or COSTEP partici pant upon
graduation. Enphasize to the institution that they nust provide
a position for the individual;

t. Submt the Statenent of Duties Formto the Division of
Comm ssi oned Personnel for processing for both Junior and Seni or
partici pants;

u. Send out Form 1122-1 (Application for Training for PHS
Comm ssi oned Personnel) to Senior participants. Conplete Section
11, Itenms 22 through 25, on the 1122-1 and ensure that the
appropriate officials sign the subsequent sections;

v. Process the Senior COSTEP Training Agreenent delineating
payback responsibilities. The student nust sign the agreenent
before orders can be processed,;

w. Conplete the Statenment of Training Purposes and (bjectives
for Senior participants. The student, the discipline Chief, the
Heal th Services Staff Mnagenment Adm nistrator, the Senior Deputy
Assistant Director, and the Medical Director need to sign these
f orms;

X. Ml the Form 1122-1, the Training Agreenent, and the
Statenent of Training Purposes and bj ectives, upon the packet's
conpletion, to the D vision of Comm ssioned Personnel, Oficers'
Devel opnent Branch; and

y. Conplete the enploynent and personal reference vouchering
and | aw enforcenent checks and forward the conpl ete pre-
enpl oynent file to the SBISin Dallas. Three nonths prior to
graduation, notify the discipline Chief that the Senior
participant will be graduating in approxi mately 90 days.

z. Notify SBI'S of Senior COSTEP institution assignnment so that
the investigation results can be forwarded to the appropriate
facility’s Human Resource O fi ce.
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28. DI SCIPLINE CH EF' S RESPONSI Bl LI TIES.  The di sci pline Chief
must :

a. Select Junior and Senior COSTEP participants; and

b. Contact institutions to find placenent for Senior COSTEP
partici pants upon graduati on.

29. PRECEPTOR S RESPONSI BI LI TI ES
a. Senior COSTEP. The Preceptor nust:

(1) Contact the participant once assigned to an
institution;

(2) Provide student orientation;
(3) Set up a site visit or clinical rotation;

(4) Supervise and coordinate all travel to and fromthe
site if a site visit is requested,

(5) Coordinate assignnent, report date, etc., with the
COSTEP Coordi nator and the discipline Chief;

(6) Contact the participant at |east once a nonth to obtain
a progress report, and send a copy to the COSTEP Coordi nator; and

(7) Maintain appropriate |eave records on Seni or COSTEP
partici pants.

b. Junior COSTEP. The Preceptor nust:

(1) Contact the participant before arrival at the
institution;

(2) Provide information about the locality where the
student will be residing;

(3) Provide student orientation;

(4) Advise the participant on appropriate attire to wear to
wor k. The Bureau does not require a student to wear a uniform
during the Junior COSTEP rotation. |If a student purchases a
uniform the Bureau will not reinburse the student;

(5) Provide on-site supervision and coordinating all travel
to and fromthe site;

(6) Submt the Junior COSTEP Eval uati on Form (PHS 4469-1)
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to the Division of Comm ssioned Personnel, Oficer Devel opnent
Branch; and

(7) Provide feedback on COSTEP projects and objectives.

30. ASSI STANCE. Questions regardi ng procedures, protocols, or
participation in COSTEP nmust be referred to the COSTEP
Coordinator, Health Services Division, Central Ofice.

/sl
Kat hl een Hawk Sawyer
Director
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JUNI OR COSTEP AGREEMENT
FEDERAL BUREAU OF PRI SONS

1. | understand that Junior COSTEP officers called to active
duty are entitled to sone of the rights, benefits, and privileges
accorded to conm ssioned officers serving on extended active
duty. | understand there are restrictions on sone travel and
transportation entitlenents. | also understand there is no
coverage under disability, retirenment, or severance pay
authorities. (See Comm ssioned Corps Personnel Mnual,

| NSTRUCTI ON 4, Subchapter CC25.2.)

2. | understand that Junior COSTEP participants are subject to
PHS and Bureau of Prisons requirenents regarding their personal
conduct and obligations. (See Comm ssioned Corps Personnel

Manual , | NSTRUCTI ON 1, Subchapter CC26.1, "Standards of Conduct”
and Bureau of Prisons Program Statenent on "Standards of Enpl oyee
Conduct and Responsibility.")

3. | understand that upon conpletion of ny assignnent (ranging
from31l to 120 days), | will incur NO OBLIGATION to the United
States Public Health Service.

4. The dates that I will be sponsored as a Juni or COSTEP
partici pant are as foll ows:

BEG N:

END:

5. | will be serving nmy Junior COSTEP tour at the foll ow ng
Federal Bureau of Prisons facility:

6. Field of study or specialty:

DATE

TYPE OR PRI NT NAME

SI GNATURE (I N | NK)
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SENI OR COSTEP AGREEMENT
FEDERAL BUREAU OF PRI SONS

1. | understand that upon conpletion of nmy Senior COSTEP
training, | will be obligated to serve a two-for-one payback (2
nmont hs' payback service for every 1 nonth of salary funded during
the senior year) with the United States Public Health Service and
wi th the sponsoring agency, the Federal Bureau of Prisons. (See
Comm ssi oned Cor ps Personnel Manual, | NSTRUCTION 1, Subchapter
CC25. 2.)

2. | understand that to receive ny VA Benefits, | nust conplete
181 days of active duty. (See Federal Benefits for Veterans and
Dependents, January 1992.)

3. | understand that if |I do not conplete 24 nonths of active
duty, I will not satisfy ny Selective Service obligation.

4. | understand that within 45 days after reporting to ny
payback duty station, | must undergo a 3-week training course at

t he Federal Law Enforcenent Training Center in G ynco, Ceorgia.
Failure to successfully conplete this training shall result in
di sm ssal

5. The dates that | will be sponsored as a Seni or COSTEP
partici pant are as foll ows:

BEG N:

END:

6. | wll be serving ny payback to the United States Public
Health Service at the follow ng Federal Bureau of Prisons
facility:

7. Field of study or specialty:

DATE

TYPE OR PRI NT NAME

SI GNATURE (I N | NK)



